Evergreen Indiana Cataloging Training Manual
Chapter 21 — Holds

Chapter 21 -- Holds

Viewing Holds

To view holds for a catalog record, open the record and click on Actions for this
Record (Alt +A), select View Holds (Alt + S). You can do this from any record
view.

wd Summary { AddVYolumes ) { ¥iew MARC )

Mokorious nineteen Edition:  isted, TCN: shy24G506657 Created By: pbplec-cwhitton
or:  Evanovich, Janet, Pub Date: 2012 Database ID: 19901823 Last Edited By: ptplp-cat3
all #: P53555.%2126N65 2012 Record Owner: Last Edited On: 2012-11-20 5:3 PM
dof 12 [ Start ] [ Previous ] [ et ] [ End ] [ Search Results
ngs Maintenance CPAC Yiew
L Hussey-Mayfield Memorial Branch | Limitt | This specialized Library m:g E‘::"
Edit
how Valurnes Show Ttems [ Hide Empty Libs Cameeiiel Ueeh 63 Holdings Maintenance
Location/Barcode Wol.. Copies | Circulation ... Loan Duration Location Manage Conjoined Ttems
=) EG-IM : Evergreen Indiana Manage Parts
=l ZPL : Zionsville Public Library E——
=] HMMPL ¢ Hussery-Mayfield Mematial Branch 1 3> ewitiace orders
=) FIC EVANOVICH, JAMET "FLUM" BK.13 3 Add to Bucket
33946002698640 book news : .. Mormal Mew Books . 2nd Floar Mark for Overlay
33946002693657 bk new ¢ Mormal Mew Books . 2nd Floor Delete Record
33946002698665 book new : ... Normal Mew Books . 2nd Flaor Undelete Record

The View Holds screen opens:

& 1: hm-cat1 @HMMPL -sarahc.evergreen. li

Fle Edit Search Creulastion Catalgng  Acquisitions  Booking Admin (-] Help
1739.,50 || 2 Record Buckets || 3 Ttem Status | 4 Bib Record: sky248596657 | 4 =]

Record Summary { Add Yolumes ) ( Yiew MARC )

Title: Naoktorious ninekeen Edition:  1sted, TCN: sky 248806657 Created By: pbplcc-cwhittan

Author:  Evanovich, Janet, Pub Date: 2012 Database ID: 199015823 Last Edited By: piplp-cats

Bib Call #: P33555.V2126MN56 2012 Record Dwner: Last Edited On: 2012-11-20 &3 PM
Record 4 of 12 Start ] [ Previous ] [ Hext ] [ End ] [ Search Results fictions For this Recard
Holds

Filter: | Pickup Library | |HMMPL Hussey-Mayfield Memarial Branch | | Detail View Actions for Selected Hold|

# Capture Date Current Copy Patron Barcade Patran First Mame Patron Last Mame Pickup Library Reguest Date  Status Title: Haoldable Part Type B

1 0| HMMPL 11-2 ing for T
r4 Mo Copy 239460 JULIA HMMPL 2012-11-17 ... Waiting For ... Notorious ninsteen T
3 Mo Copy 2394800 KRISTINE HMMPL 2012-11-17 ... Waiting for ... Motorious nineteen T
4 Mo Copy 2394600 Sheryl HMMPL 2012-11-17 ... Waiting For ... Notorious ninsteen T
5 Mo Copy 2304601 ROBERTA HMMPL 2012-11-17 ... Waiting For ... Natorious nineteen T
6 2012-11-20 7:3 PM 33946002698665 2394601 LALRA HMMPL 2012-11-16 Ready for p... Notorious nineteen T
T 2012-11-207:1 PM - 33946002698657 239460 Patricia HMMPL 2012-11-04 ... Ready for p... Notorious nineteen T

TIP: If you have placed a hold on a record and it is not displaying you can reset
the display. See page 21.13 for instructions.

NOTE: There are many holds related actions in the Actions for Selected Holds
menu. This chapter focuses on those likely to be used by Catalogers.
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By default the view is limited to holds designated for pickup at your library. You
can view all holds by clicking the Filter box to remove the green arrow, and you

can use the drop down lists to change the filters to Requesting Library or a
different library.

ilker: | Pickup Library || HMIMPL Hussey-Mayfield Memarial Branch ~ | | Detail Yiew Actions For Selected Hold:

Capture Date Current Copyy Patron Barcode Patron Firsk Mame Patron Last Mame Pickup Library | Request Date Status Title: Holdable Part Type O
Mo Copy 0l THERESA HMMPL 20

-Z0 ... ‘Waiting for ... Motorious nineteen

The View Holds screen is a columned screen so you can also use the Column

Picker to adjust the display as needed. See Chapter 4 — Using the Column
Picker, if needed.

You can see a variety of information about the holds, including the type of hold.

This is indicated in the Type column by the letters T, V, and C. These indicate
Title, Volume and Copy holds.

Record Summary ( Add Volumes ) ( Yiew MARC )

Title: The: book thief Edition: 15t American ed. TCN: SV52534211 Created By:  admin
Author:  Zusak, Markus. Pub Date: 2006 Database ID: 2534211 Last Edited By: ttplt-bdorsey
Bib Call #: pz7.z337B00 2006 Record Owner: Last Edited On: 2012-03-05 11:1

Record 30F7 [ start | [previows | [ met | [ End | [Searchresuks

Actions for
Holds
[7] Filter: | Pickup Library | |HMmPL Hussey-MayField Memarial Branch v Detail View | Actions For Sek

# | Caphure Date Current Copy Fatron Barcods Fatron First Name Patron Last Name Pickup Library Request Date  Status Title Holdabls Part Ty
1 79591000052754 23546001 Sarsh Childs HMMPL 2012-11-21 ... Walting for ca... The book thisF T
2 Mo Copy 2394500. Sarsh Childs HMMPL 2012-11-21 ... Walting for co... The book thisf [
3 33346001795241 2334600 Sarah Childs HIMPL 2012-11-21 ... Walting for co... The book thisf c

Below you can see a Part hold with the part listed in the Holdable Part column.

Holds

Filter: | Pickup Library | | HemPL Hussey-Mayfield Memorial Eranch | | Detail Yiew | actions For Selected Holds
# Capture Date Current Copy Patron Barcode Patron First Mame Patron Last Mame Pickup Library | Request Date  Status Title Holdable Part Type B
1 33946002356676 2394600 M Sarah Childs HMIMPL Z012-11-21 ... ‘\waiting for ... Drums of aukurn Part 2, Discs 21-39 P

You can also look at selected hold in Detail View. Highlight the hold you wish to
see, and then click the Detail View (Alt + V) button.

& 1: hm-cat1 @HMMPL -sarahc.evergreen.lib.in.us

Fle Edt Search Circulation Cataloging  Acquisitions  Booking

Admin (-} Help
1739.,50 || 2 Record Buckets || 3 Ttem Status | 4 Bib Record: sky248596657 | 4 =]
Record Summary { Add Yolumes ) { Yiew MARC )
Title: Naoktorious ninekeen Edition:  1sted, TCN: sky 248806657 Created By: pbplcc-cwhittan
Author:  Evanovich, Janet, Pub Date: 2012 Database ID: 199015823 Last Edited By: piplp-cats
Bib Call #: P33555.V2126MN56 2012 Record Dwner: Last Edited On: 2012-11-20 &3 PM
Record 4 of 12 Start ] [ Previous ] [ Hext ] [ End ] [ Search Results fictions For this Record
Holds
Filter: | Pickup Library o | [HMMPL Hussey-Mayfield Memorial Branch actions For Selected Hold|
# Capture Date Current Copy Patron Barcade Patran First Mame Patron Last Mame Fickup Library Request Date  Status Title > Bldable Part Type B
1 Mo Copy i F T
r4 Mo Copy 239460 JULIA HMMPL 2012-11-17 ... Waiting For ... Notorious ninsteen T
3 Mo Copy 2394800 KRISTINE HMMPL 2012-11-17 ... Waiting for ... Motorious nineteen T
4 Mo Copy 2394600 Sheryl HMMPL 2012-11-17 ... Waiting For ... Notorious ninsteen T
5 Mo Copy 2304601 ROBERTA HMMPL 2012-11-17 ... Waiting For ... Natorious nineteen T
6 2012-11-20 7:3 PM 33946002698665 2394601 LALRA HMMPL 2012-11-16 Ready for p... Notorious nineteen T
T 2012-11-207:1 PM - 33946002698657 239460 Patricia HMMPL 2012-11-04 ... Ready for p... Notorious nineteen T
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To return to the List View, click List View (Alt + V).

Record Summary { Add Yolumes ) { View MARC )

Title: Motorious ninetesn Edition:  1st ed. TCN: sky248896657 Created By: phplcc-cwhittan
Author:  Evanovich, Janet. Pub Date: z012 Database ID: 13901523 Last Edited By: ptplp-cat3
Bib Call #: P53555 %2126M68 2012 Record Owner: Last Edited On: 2012-11-20 &:3 PM

Record2of 6 [ Start ] [ Previous ] [ Next I [ End ] [SearcnResults Actions For this Record

[ lstview | D

Holds
Filker:  |Pickup Library | |HMMPL Hussey-Mayfield Memarial Branch

ctions for Selected Holds

ISSSTHERESA : Z394600mmmmmnn

# Capture Date Current Copy Patron Barcode Patron Patron Last Picku Holdable Park Request O Author Title T Status
1 No Copy 2394600 Em— THERESA HMMPL 2012-11-20... Evanovich, Jan... Moborious nineteen T Waiting For copy

a

Motes | Natifications

‘ Add Note

Placing Title Level Holds

To place a hold, you need to be in OPAC view of the record you wish to place a
hold on, as seen below. To go to OPAC view, click Actions for this Record (Alt
+ R), select OPAC view. Then click Place Hold.

1239.50| 2 Record Buckets | 3 Item Status | 4 Bib Record: 278368 | 5 fib Record: 0000085867 | + [ *]

Record Summary { Add Yolumes ) { ¥Yiew MARC )

Title: Messenger Edition:  1st Delacorte Press ed.  TCM: 275E65 Created By:  admin
Author:  Lowry, Lois. Pub Date: 2006 Database ID: 19193881 Last Edited By: mvplmcati-bunner
Bib Call #: pz7.19673Me 2006 Record Owner: Last Edited On: 2012-10-11 12:43 PM
Record 3 of 13 [ Start ] l Previous ] l Mext ] [ End ] l Search Results ] Actions for this Record
INSPIRE  Indiana State Library  Find a Library Near Me  Help  About Evergreen -~

Search the Catalog

All Formats v Keyward ~ in Ewergreen Indiana v Advance
Search
Recent searches + ‘ « Search Results Showing ltern 3 0f13 4 Previous Mext »

Messenger / Lois Lowry. 37

(RO ROMVE W | o1y L iz (Authon. Lowry, Lois. (Cradiad) o Placs Hold

Add to roy list

Available copies current holds }
' U pint ¢ Ermail
* 74 copies ot Evergreen Indiana 0 current holds with 79 total coples
LOCATION CALL NUMBER BARCODE fgg;\;l‘gﬁ ?ggTHEDDI:(PDN EE\EQTE HOLDABLE? STATUS w&
YAFIC LOWRY Young Adult Place on copy f .
APLS-Decatur MES (Text 24207000994718 Fiction Bmonth 0411472004 volume Available -
YAFIC LOWRY ‘foung Adult .
APLS-Decatur MES (Text 24207001249813 Fiction Bmonth 04/0272007  Place on copy Available -
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Holds placed by clicking this button will be title level holds. Any eligible copy
attached to the record can fill the hold.

The Place Hold Screen will open:

@ 1: hm-catl @HMMPL -sarahc.evergreen. lib.in. us

File Edit Search Circulation Cataloging  Acquisitions  Booking

1739.50| 2 Record Buckets | 3 Them Status | 4 Bib Record: 278868 | 5 Bib Record: 0000085367 | +

Admin -3 Help

%]

Record Summary { Add ¥Yolumes )  Yiew MARC )

Title: Messenger Edition: 15t Delacarte Press ed.  TCM: Z7ERES Created By:  admin
Author:  Lowry, Lois, Pub Date: 2005 Database ID: 13193351 Last Edited By: rvplmcat1-bunner
Bib Call #: PZ7.L9673Me 2006 Record Owner: Last Edited On: 2012-10-11 12:43 PM

INSPIRE Indiana State Library Find a Library Near Me Help About Evergreen

Search the Catalog

All Formats ¥ [messenger lowry| | Keyword ¥ in

Ewergreen Indiana v Search Advanced Search

Place Hold
(® Place hold for patron by barcode: <:|
O Place this hold far me (Cat One System Ascount)

Messenger / Lois Lowry.

Pickup location: | Hussey-Mayfield Memarial Branch v

M otify when hold is ready for pickup?

Actions Far this Record

’ 30 Back ] ’ Reload ]

Click on the the box labeled “Place hold for patron by barcode,” then type, scan
or paste the patron barcode for the person for whom you are placing

TIP: You have to click on the box because the cursor will be in the Search the
Catalog box above.

NOTE: If you scan the barcode or hit enter, the hold will be placed and you will
not have to click submit.

Last Updated: 11/21/2012
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If you type or paste the barcode number into the box, the patron’s contact
preferences will be displayed.

NOTE: If they have a phone number on file, it will display even if they have not
chosen to be contacted by phone. If they have no mobile information entered,
Alaska Communications will display be default

You can change the contact preferences for this hold at this point, if desired.
Then click Submit.

@ Place hold for patron by barcode: | 2394600 I
O Place this hold for me (Cat One Systerm Account)

MEessenger / Lois Lowry

Pickup location Hussey-Mavfield Mermorial Branch A

Motifywhen hold is ready for pickup?

es, by Emai
D “es, by Phone

FPhone Mumber:|
D “es, by Text Messaging

Mobile carier: | Alaska Communications (USA) | Mote: carrier charges may apply

Mobile number: Hint: use the full 10 digits of yeur phone #, no spaces, no dashes

&@en

If the hold succeeds, “Hold was successfully placed” will display:

Place Hold

bessenger £ Lois Lowry,
Hold was successtully placed

Continue

To return to the OPAC view, click Continue.

Last Updated: 11/21/2012
Version 2.2.2
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If the hold fails, “Hold was not successfully placed will display,” and the reason
will be listed. You may be given the opportunity to override, or you can cancel the
hold at this point.

Place Hold

The giver / by Lois Lowry.

= Hold was not successfully placed
Froblem: ANl available coples are termporarily unavaliable at your pickup librahy due to age protection. Iterns less than 6 months oid cannot be transited
outside of the owning librany. Piacing this hold cowld resuit in ionger walt imes.

You have permission to override some of the failed holds.
Click Submit to override and place your hold on the selected items.

oo

Place Hold

Messenger / Lois Lowry,
Hold was not successfully placed
Froblem: User giready has an apen hold on the seiected itern

You have permission to override some of the failed holds.
Click Submit to override and place your hold on the selected items.

s

Placing Holds on Monographic Parts

Holds are on Monographic Parts are made like title holds, but the when a record
has monographic parts attached, you can are given the option of selecting the
part on which to place the hold.

The advantage to placing a Part Hold rather than a VVolume hold for item types
that circulate between libraries, is that if multiple libraries have applied the same
parts to their items, any of the items with this part applied can fill the hold. For
example the hold could be filled by Part 1 from Greenwood or Part 1 from
Zionsville, whereas with a volume or copy hold, only the part from that library can
fill the hold.

Last Updated: 11/21/2012
Version 2.2.2
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Open the record in OPAC view and click Place Hold.

tecent searches + | 4 Search Results Showing ltem 5 of 8 Preferred library. Evergreen Indiana™ - Previous Mext w

Drums of autumn [sound recording] / by Diana Gabaldon. LY ¢
DIANA Gabaldon, Dina. (AUtho,. Parler, Davina, (Added Authod). Gahaldon Diana, (Credited) o Flace Hold__g
GABALDON |_|? )
; ; Add t v list
" — Available copies Current holds ;
U’ print/ Email
* 3copies af Evergresn Indiana. [Shaw) D current holds with 4 fotal copies
Fi S * 2 coples at Zionsville Public Library. (Show!
DR N\S OF » Zcopies at Hussey-Mayfield Memarial Branch
AUTUMN
SHELWING AGE HOLD CREATE ANTICIFATED DUE
LOCATION CALL NUMBER PART BARCODE LOCATION PROTECTION DATE HOLDABLE? STATUS fo

When the Place Hold screen opens, if parts are attached, the parts drop-down
list will appear. Enter the barcode, then select a part, and click Submit as usual.

Place Hold

& Place hold far patron by harcode: [ 2394600031 2581
) Place this hald for me (Cat One System Account)

Drums of autumn [sound recarding] / by Diana Gabaldon.
Selecta Part i Fart1, Discs 1-20 |+

Fart1, Discs 1-20

F:'a_rj 2, Oi 39

Matify when hald is ready for pickup?

ez, by Email
|:| ez, by Phone

Fhane Humber|317-298-7808

NOTE: If you do not select a part, the first part listed will automatically be
selected.

NOTE: Holds on monographic parts can also be placed by patrons from the
OPAC.

For more information on Monographic Parts, see Chapter 25 — Monographic
Parts.

Last Updated: 11/21/2012
Version 2.2.2
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Placing Copy and Volume Level Holds

Copy level holds are holds on a specific copy. Only the copy with that barcode
will fill your hold. These are useful when you need to check cataloging
information or condition of a particular copy.

Volume level holds are holds placed on a specific call number. Any item with that
call number from that library can fill the hold. These are useful for particular
magazine issues or when a work has multiple volumes and no monographic
parts have been applied.

NOTE: Copy and Volume Level holds can only be placed from the Staff Client.
Patrons cannot place copy and volume level holds. If you want patrons to be
able to choose a particular volume when placing holds from the OPAC,
monographic parts must be used. See Chapter 25 — Monographic Parts.

To place a copy or volume level hold, you need to be in OPAC view of the record
you wish to place a hold on, as seen below. To go to OPAC view, click Actions
for this Record (Alt + R), select OPAC view.

TIP: If you want to place a hold on copies or volumes at your library, when you
search the catalog, you may find it easier to limit the search to your library so that
only your copies will be displayed, as seen below.

Record Summary ( Add Yolumes ) ( Yiew MARC )

Title: The book thief Edition:  1st American ed. TON: SV52534211 Created By: admin

Author:  Zusak, Markus. Pub Date: zo06 Database ID: 2534211 Last Edited By: ttplt-bdorsey

Bib Call #: PZ7 7637600 2006 Record Owner: Last Edited On: 2012-03-05 11:15,
Record3of7 [ gt | [ prewious | [ mext | [ End ] [Searchresuls Actions For this R

INSPIRE Indiana State Library Find a Library Near Me Help About Evergreen

Search the Catalog

All Formats *  |Book Thief Title ~ in  Hussey-Mayfield Memarial Branch R3 Advances d Search
Recent searches + | 4 Search Results  Showing Item 3 of 7 Preferred liarary: Evergreen Indiana™ « Previous Mext »
s B The book thief / by Markus Zusak. o
THE T (“"'E' + Zusak, Markus. (Author). Zusak, Markus. (Credited). ' Flace Hold
Electronic resources [S) Add to my list
U prints Email
bt vy o g0 nancermentsifyDB2 27200500284 2-d hirl - Publisher description
L Available copies Current holds
* 82 copies at Evergreen Indiana. (Show) 1 current hold with 96 total copies
= 0O copies at Zionswille Public Library.
* 0Ocopies at Hussey-Mayfield Memorial Branch.
LOCATION CALL NUMBER BARCODE SHELWING LOCATION  AGE HOLD PROTECTION — CREATE DATE  HOLDABLE? STATUS ANTICIFATED DUE DAT|
Hussey-Mayfield Memorial Branch FIC ZUSAK (Texd 33946001785165  Fiction . Znd Floor Gmanth 03/08/2006 Place oncopyfwolume  Checked out  12i09/2012
Huszey-Mayfield Memorial Branch FIC ZUSAK (Text 33946001799241 Fiction . 2nd Floor Bmanth 08s27/2008 Place oncopy Checked out  11/26/2012
Hussey-Mayfield Memorial Branch  TEEM FIC ZUSAK (Text) 33946001760532  Teen. 2nd Floor Gmanth 0514/2006 Place oncopyfwolume  Checked out  11/26/2012

Last Updated: 11/21/2012
Version 2.2.2
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To place a hold on a particular volume or copy or volume, do not use the Place
Hold link.

Instead, in the copy details you will use the links in the Holdable? column.

‘ @ The book thief / by Markus Zusak. - M
THE Toak '..“(E_' Zusak, Markus. (Author) Z)thsak Markus. {Credited). )

Electronic resources O add o mylist
U prints Email
bt e, oo thancementsify0622/2005008942-d hirnl - Publisher description
. "% Available copies Current holds

+ B2 copies at Evergreen Indiana. (Show!
« [ copies at Zionsville Public Library.
+ 0 copies at Hussey-Mayfleld Mermarial Branch.

1 current hold with 96 total copies

LOCATION CALL NUMBER: EBARCODE SHELVING LOCATION ~ AGE HOLD PROTECTION  CREATE DATE  HOLDAELE? STATUS ANTICIFATED OUE DA
Hussew-Mavfield Mermorial Branch FIC ZUSAK (Texd 33946001785165  Fiction. 2nd Floor Bmanth 03/08i2006 Flace on copyfwolume  Checked out 1200912012
Hussew-Mavfield Mermorial Branch FIC ZUSAK (Texd 33946001759241  Fiction. 2nd Floor Bmanth 0812742006 Flace on copy Checked out  11426/2012
Hussew-Mavfield Mermorial Branch TEEM FIC ZUSAK (Texd) 33946001760532  Teen. Znd Floor Brmanth 051152006 Flace on copyfwolume  Checked out 1102612012

To place a copy hold, click the desired copy link. Only the copy with that call
number will fill your hold.

LOCATION CALL NUMBER BARCODE SHELYING LOCATION  AGE HOLD PROTECTION  CREATE DATE  HOLDABLE? STATUS ANTICIPATED O
Hussey-Mayfield Memarial Branch  FIC ZUSAK (Text 23046001795165  Fiction . 2nd Floor Brmaonth 09/08r2008 Place on gcopyivolume  Checked out 120572012
Hussey-Mayfield Mermorial Branch FIC ZUSAK (Tex) 33946001799241 Fiction . 2nd Floor Brmonth 08/27r2006 Flac Checked out  11726/2012
Huszey-Mayfield Memorial Branch  TEEM FIC ZUSAK (Texf 3304R001760532  Teen . 2nd Floor Branth 05/15i2008 Place on copy fvolume  Checked out 1172802012

Proceed just as you would for a record level hold. See Placing Holds on page
21.2, if needed.

In Evergreen, separate call numbers are considered separate volumes. In the
example, the library has two copies attached to one call number, and one copy
attached to another call number. In the display, only the first copy with a given
call number will have the volume link, but the hold can be filled by any of the
copies with that call number.

To place a volume hold, click the desired volume link.

LOCATION CALL NUMBER BARCODE SHELYING LOCATION  AGE HOLD PROTECTION  CREATE DATE  HOLDABLE? STATUS ANTICIPATED O
Huszey-Mayfield Memorial Branch FIC ZUSAK (Text 3304E0017951685  Fiction . 2nd Floor Brmaonth 08/08/2008 Place on Checked out 120052012
Hussey-Mayfield Mermorial Branch FIC ZUSAK (Tex) 33946001799241 Fiction . 2nd Floor Brmonth 08/27r2006 Flate an copy Checked out  11726/2012
Hussey-Mayfield Mematial Branch  TEEM FIC ZUSAK (Texd) 23046001 760532 Teen . 2nd Floor Brmaonth 05/15r2008 Place on copy fvolume  Checked out 1172602012

Proceed just as you would for a record level hold. See Placing Holds on page
21.2, if needed.

Last Updated: 11/21/2012
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The transfer holds function allows you to easily move holds from one
bibliographic record to another.

This might be necessary for several reasons. Examples include: if you have
replaced a lost or damaged item with different edition which belongs on another
record, if you have accidentally placed a hold on the wrong record, if items and
holds have been migrated or merged to the wrong record, etc.

To transfer holds from one item to another, open the record you need to transfer
the hold(s) from in one tab and the record you need to transfer the hold(s) to in
another tab.

First, click on the tab to view the record where you want the holds to be. In this
case we're transferring holds from a print edition to an audiobook record.

Click on Actions for this Record (Alt +A). Select Mark as Title Hold
Destination.

It does not matter what record view is displayed when you mark the title.

173950 | 2 Record Buckets | 3 Tkem Status | 4 Bib Record: S¥S52534211 | S Bib Record: rcb00000446 | 4=

El

Title:
Author:

Options

Call Murnby

=1}

The book thisf
Zusak, Markus.,

Bib Call #: Pz7,2537B00 2006b

Record 1 of 145

Edition:

Record Summary { AddYolumes ) { Yiew MARC )

Pub Date: 2006

TCN:

Database ID:
Record Owner:

[ Mexk

J |

End

] [ Search Resulks ]

Item Barcode

MARC Record

rch00000446
13631117

[ stack subfields [ Flat-Text Editor  [] Fast Item add [ validate ] [Save Recorg] [

Help

Fized Fields -- Record btype: REC Bibliographic sou
Type | ELvl |k Srce |d Audn |d Ckrl Lang |eng
BL¥l |m Form MRec Ctry  |rwu
Desc |a DESE | = Datel |2006 Date2
Trar |n Part |n LTxt FMus |n AccM Comp

LDL 01883cim aZZ00493Ea 4500

0ol 13631117

ooz EG-IN

ons Z0120313145544_0

ao? =d funmnmmned

oog O&1021=Z006& nyu nnd n eng d

Created By: admin
Last Edited By: btplb-mmellencamp
Last Edited On: 2012-03-13 10:55 &AM

CPAC View

MARC Yiew

MaRC Edit

Holdings Maintenance
Manage Conjoined Ikems
Manage Parts

Wiew Holds

‘igw(Place Orders

Add to Bucket
Mark for Ovetlay
Delete Record
Undelete Record

Add Yolumes

Mark as Title Hold Transfer Destination
Transfer All Title Holds
Mark as Target For Conjoined Items

A dialog box will open telling you the record is marked for title hold transfer:

Last Updated: 11/21/2012
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[JavaScript Application]

Next, click on the tab to view the record where the hold you want to transfer is.
It's best to be in holds view for this step, so you can select the holds you wish to
transfer.

Click on the hold you wish to transfer to highlight it. You can also select certain
holds by pressing the Shift key and clicking and dragging to select a group of
holds, or pressing the control key as you click each individual hold you wish to
select.

17239.50 | 2 Record Buckets | 3 Item Status | 4 Bib Record: 552534211 | 5 Bib Record: reb00000446 | + E

Record Summary { AddYolumes ) { Yiew MARC )

Title: The book thisf Edition: 15t American ed. TCN: SYSEEI4Z1L Created By:  admin
Author:  Zusak, Markus, Pub Date: 2006 Database ID: 2534211 Last Edited By: ttplt-bdorsey
Bib Call #: Pz7.2537E00 2006 Record Dwner: Last Edited On: 2012-03-05 11:15 AM
Record 3 of 7 [ Start ] [ Erevious ] [ et ] [ End ] [Searcn Results Actions Far this Recaord
Holds
[ Filter: | ‘ [ | [oetal view | [T Selectad Halds

Capture Date Patran First MName Patron Last Mame Piclup Library Request Date  Status Tithe Copy to Clipboard
HMMPL 2012-11-21 Waiting For ... The book thief Show in Catalog
FCPLA 2011-08-22 ... Suspended  The book thisf Show Ikem Details
Shaow Last Few Circulations

ANDREA

Retrieve Patron

Set Desired Copy Quality
Edit Pickup Library

Edit Phone Mumber

Edit Mohils Text Carrier
Edit Mohile Text Mumber
Set Email Motification
Edit Expiration Date

Edit Shelf Expire Time
Edit Activation Date

Edit Reguest Date
Activate Hold

Suspend Hold

Set Top of Queve
Transfer to Marked Title

Once the holds you wish to transfer are highlighted, click Actions for Selected
Holds (Alt + S) or right-click and select Transfer to Marked Title.

Last Updated: 11/21/2012
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Or, you can also transfer all title holds for that record by clicking on Actions for
this Record (Alt + A), and choosing Transfer All Title Holds.

NOTE: This will transfer ALL title holds on this record, not just those for your
library.

PL-sarahc.evergreen.lib.in. [ JlR:
Fle Edit Search Circulation Cataloging  Acquisitions  Booking admin ) Help
173950 | 2 Record Buckets | 3 Item Status | % Bib Record: 5¥52534211 | 5 Bib Recard: rcb00000446 | + %]
Record Summary { Add ¥olumes ) { Yiew MARC )
Title: The book thief Edition:  1st American ed. TCN: SY52534211 Created By:  admin
Author:  Zusak, Markus, Pub Date: 2006 Database ID: 7534211 Last Edited By: ttplt-bdarsey
Bib Call #: P77.7537B00 2006 Record Owner: Last Edited On: 2012-03-05 11:15 AM
Record 3 of 7 [ Skart ] [ Previous ] [ Mext ] [ End ] [Sear:h Results
Holds OFAC View
Filter: |P\ckup Library 9| [ HrarpL Hussery-Mayfield Memorial Branch | MARC Yiew
MARC Edit

Haldings Maintenance
Manage Conjoined Items

# Capkure Date Current Copy Patron Barcode Patron First Name Patron Last Marme Pickup Library  Request Dake  Status Title

9400 HIMPL 2012-11-21

isiting For ... The bool
Manage Parts
View Holds
ViewfPlace Orders

Add to Bucket
Mark For Overlay
Delete Recard
Undelete Record

Add Yolumes
Mark a5 Title Hold Transfer Destination

Transfer All Title Holds

IMark as Target For Conjoined Ikems

With either method, a dialog box that says “Holds transferred” will open.

[JavaScript Application]

' Holds kransferred,

Click OK or press Enter.

The holds will be transferred. The display will refresh and the holds you
transferred will no longer be displayed for that record.
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To view the holds on the record where they have been transferred, click on the
tab with the record that was the title hold destination. Likely the holds will not yet
be displayed. To refresh the screen, click on Actions for this Record (Alt + R)

and select Reset Display.

Bib Call #: Pz7 2537600 20060

Holds
Filter:

# Capture Date

Pickup Library w | |HMMPL Hussery-Mayfield Memnorial Branch

Currenkt Copy Patron Barcode Patron First Mame

1739.50 | 2 Record Buckets | 3 Tter Status | 4 Bib Record: S¥525349211 | 5 Bib Record: rcb00000445 | 4= %]
Record Summary { Add ¥olumes ) ( ¥iew MARC )
Title: The boak thief Edition: TCN: rcb00000446 Created By:  admin
Author:  Zusak, Markus, Pub Date: 2006 Database ID: 13631117 Last Edited By: btplb-mmellencamp

Record Owner: Last Edited On: 2012-0313 10:55 4M

CPAC View

MARC Yiew

MARC Edit

Holdings Maintenance
Manage Conjoined Items
Manage Parts

Wiew Holds

Wiew/Place Orders

Patron Lask Mame Pickup Library

Add to Bucket
Mark For Owerlay
Delete Record
Undelete Record

Add Yolumes

Mark. as Tithe Hold Transfer Destination
Transfer All Title Holds

Mark. as Target For Conjoined Ikems

Duplicate in Mew Tab
Remove this Frame

MFHD Holdings »
Serial Contral Yiew

Alcernate Serial Contral

Serials Batch Receive

Set bottom interface as Default

Reset Display

This will reload the record in your default record view. To return to View Holds,
click on Actions for this Record (Alt + R), and select View Holds (Alt + S).
The holds you transferred will now be displayed:

1739.50 | 2 Record Buckets || 3 Trem Stabus || 4 Bib Record: 5¥S2534211 | S Bib Record: rcb00000446 | 4=

B3 -

Record Summary { Add Volumes ) { ¥iew MARC )
Title: The book thief

Author:  Zusak, Markus,

Bib Call #: Pz7.z5337B00 2006b

Edition:
Pub Date: 2006

Holds
[ Filker:

# Capture Date Current Copy Patron Barcode Patran Firsk Mame
1 33946002340521 23945000 m—— Sarah

Last Updated: 11/21/2012
Version 2.2.2

TCMN: rcb00000446
Database ID: 13631117
Record Owner:

Created By: admin
Last Edited By: btplb-mmelencamp
Last Edited On: 2012-03-15 10:55 AM

Actions Far this Record

Dety
Pickup Library | Reguesk Date ' Status Title
Childs HMMPL 2012-11-21 ... Waiting for ... The boaok thief

Patron Last Mame
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Canceling Holds

To cancel a hold, view the holds for the desired bibliographic record. See
Viewing Holds on page 21.1, if needed. Highlight the hold you need to cancel.
Click Actions for Selected Holds (Alt + S). Select Cancel Hold (Alt + C).

Holds
[ Fiter: [Fickup Library | (e Hussey-Mayfield Memorial Branch | [oetai view | [PV

# | CaptureDate Current Copy Patron Barcode Patron First Name Patron Last Mame Pickup Library  Request Date| Status Title Copy to Cipboard
i 239460000 HMMPL 2012-11-21 ..

Show in Catalog
Shaw Ltem Details
Shaw Last Few Circulations

Waiting For ... The giver

Retrieve Patron

Set Desired Copy Quality
Edit Pickup Library

Edit Phane Number

Edit Mobile/Text Carrier
Edit Mobile/Text Mumber
Set Email Motification
Edit Expiration Date
Edit Shelf Expire Time
Edit Activation Date
Edit Reguest Date
Activate Hold

Suspend Hold

Set Top of Quevs
Transfer to Marked Title

Mark Tkem Damaged
Mark Ttem Missing
Find Another Targst

A dialog box will open where you can enter the reason for canceling the hold, if
desired. The default is Staff forced. You can use the drop down box to select
another reason and enter notes into the dialog box:

To cancel the hold, click Apply (Alt +A).

@ cancel Hold

Cancel Hold Re

|StaFF forced w |

Cancel

NOTE: Clicking Cancel does not cancel the hold.
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The Hold will be canceled and the screen will refresh. The hold will no longer be
displayed:

Record Summary ( Add Yolumes ) { Yiew MARC )

Title: The giver Edition: TCN: 17468319 CreatedBy:  ts123071

Author:  Lowry, Lais, Pub Date: z012 Database ID: 19783768 Last Edited By: ts123071

Bib Call #: p77.19673Gi 2012 Record Owner: Last Edited On: 2017-09-25 2:52 PM

Actions Far this Record
Holds
Filker: |Pickup Library w | | HMMPL Hussey-Mayfield Memorial Branch b’ Actions For Selected Holds

# | Capture Date Current Copy Patron Barcode Patron First Mame Patron Last Name Pickup Library  Request Date  Status Title Holdable Part Type| B

NOTE: If there are many holds on the record, this may not be very noticeable.

Retargeting Holds

Retargeting holds causes the system to check for another available copy to fill a
hold.

The system checks at particular intervals to see if there are copies available to fill
a hold. It does not check automatically when new copies are added or when
some types of item status changes occur, for instance when an item is changed
from On Order to In Process or when items marked as Damaged or Missing or
set to other non-circulating statuses are once again made available for
circulation. This means even if there are holds on the record, these items will go
to reshelving, and the items can be checked out if found by patrons before the
next system check for available copies.

You can prevent this by retargeting holds when items are added or status
changes are made.

Another time to retarget a hold would be when an item to be pulled for a hold
turns out to be damaged or missing. You can retarget the hold so the system will
look for another copy to fill the hold.

To retarget holds, first open the record in Holds View. See Viewing Holds, on
page 21.1, if needed.

Then, highlight the holds you wish to retarget. If you are retargeting so the
system will find holds for a newly available copy, highlight the holds which have a
status of Waiting for Copy. If there are a lot of holds, it may be helpful to click on
the head of the status column to sort the holds by Status.
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Under Actions for Selected Holds (Alt + S) select Find Another Target (Alt +
T)

Record Summary { Add Yolumes ) { ¥iew MARC )

Title: Mokarious rinetesn Edition:  1sted. TCN: sky248896657 Created By: pbplec-cwhittan

Author:  Evanovich, Janet, Pub Date: 2012 Database ID: 19901523 Last Edited By: ptplp-cat3

Bib Call #: P53555 ¥2126N58 2012 Record Dwner: Last Edited On: 2012-11-20 &:3 PM
Recard 4 of 12 [ Sart ] [ Previous ] [ [ext ] [ End I I Search Results Actions For this Record
Holds

Filker: ‘P\ckup Library Hussey-Mayfigld Memarial Branch

Copy ta Cliphoard

Shaw in Catalag

Show Item Details

Show Last Few Circulations

# | Capture Date

Patron First Mame

Retrieve Patron
: IMILLER. HMMPL U N £
6 2012-11-20 7:3 PM  33946002698665  23946000469459 LALURA FIMKE HMMPL 2012-11-16 ... Ready far p... Notorious ninetesn Sek Desired Copy Quality

7 Z01Z-11-207:1 PM 33946002608657  Z3946000334174 Patricia Cramer HMMPL 2012-11-04 . Ready for p... Notorious ninetsen Edit Pickup Library
Edit Phone Mumber
Edit Mobile/Text Cartier
Edit Mabile/Text Mumber
Set Email Notification
Edit Expiration Date
Edit Shelf Expire Time
Edit Activation Date
Edit Reguest Date
Activate Hold
Suspend Hold
Set Top of Queus
Transfer to Marked Title

Mark Ihem Damaged
[atk Ikem Missing
Find Another Target

Cancel Hold

A window will open asking if you are sure you would like to reset the holds for
these items:

@ Resetting Holds |'._||'E| [Z|
Resetting Holds
Are vou sure vou would like o reset holds 1687388, 1684559, 1684474, 1654453, 16836257

Options

T .

Click Yes (Alt +Y). Nothing may appear to happen, or if you are retargeting a lot
of holds at once, your screen may go blank or seem to freeze for a moment while
the holds are retargeted. When the screen refreshes, the holds will be retargeted
the system will now recognize the new items and items with a new status as
available for holds
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